Getting Hired: A Guide for Job-seekers with Disabilities by ILO Regional Office for Asia and the Pacific
INTERNATIONAL LABOUR ORGANIZATION 
10th Floor, UN Building 
Rajdamnern Nok Avenue 
PO Box 2-349, Rajdamnern 
Bangkok 10200, Thailand 
Tel: +662 288 1792 
Fax: +662 288 3043 
Email: disability@ilo.org 
Websites: www.ilo.org 
  www.ilo.org/abilityasia 





A Guide for Job-Seekers with Disabilities 
Getting Hired 




A Guide for Job-Seekers with Disabilities 
Getting Hired 
Regional Office for Asia and the Pacific 
Copyright © International Labour Organization 2008 
 
Publications of the International Labour Office enjoy copyright under Protocol 2 of the 
Universal Copyright Convention.  Nevertheless, short excerpts from them may be 
reproduced without authorization, on condition that the source is indicated.  For rights of 
reproduction or translation, application should be made to the ILO Publications (Rights and 
Persmissions), International Labour Office, CH-1211 Geneva 22, Switzerland, or by email: 
pubdroit@ilo.org.  The International Labour Office welcomes such applications. 
 
Libraries, institutions and other users registered with reproduction rights organizations may 
make copies in accordance with the licenses issued to them for this purpose. Visit 




Getting Hired: A Guide for Job-Seekers with Disabilities 
Bangkok, International Labour Office, 2008 
Asia and Pacific edition  
 
Printed version: ISBN 978-92-2-120858-7 
Web pdf version: ISBN 978-92-2-120859-4 
 
ILO Cataloguing in Publication Data 
 
 
The designations employed in ILO publications, which are in conformity with United Nations 
practice, and the presentation of material therein do not imply the expression of any opinion 
whatsoever on the part of the International Labour Office concerning the legal status of any 
country, area or territory or of its authorities, or concerning the delimitation of its frontiers. 
 
The responsibility for opinions expressed in signed articles, studies and other contributions 
rests solely with their authors, and publication does not constitute an endorsement by the 
International Labour Office of the opinions expressed in them.  
 
Reference to names of firms and commercial products and processes does not imply their 
endorsement by the International Labour Office, and any failure to mention a particular firm, 
commercial product or process is not a sign of disapproval. 
 
For information on how to obtain this publication, write to the ILO Regional Office for Asia 
and the Pacific, 11th Floor, United Nations Building, Rajdamnern Nok Avenue, Bangkok 
10200, Thailand; fax: +66 2 280 1735, 288 3062; e-mail: bangkok@ilo.org. Catalogues and 
lists of recent and forthcoming ILO books are available free of charge from the same 
address. ILO publications can also be obtained through major booksellers or ILO local 
offices in many countries, or direct from ILO Publications, International Labour Office, CH-








Nothing can stop the man with the right mental attitude 
from achieving his goal. 
Thomas Jefferson, Former American president 
So, you have a disability and you are looking for a job! 
Congratulations, you have taken the important first step by picking 
up this guide. 
 
The ILO’s AbilityAsia programme has adapted this manual, Getting 
Hired: A Guide for Job-Seekers with Disabilities to help you. The 
guide is intended for individuals who are looking for salaried or paid 
employment in the formal sector. This means you probably live in a 
town or city.  The guide can be used by individuals or groups, 
including organizations of individuals with disabilities. It can also be 
used on its own or as a part of a training workshop. Organizations of 
people with disabilities, placement agencies, non-governmental 
organizations and community organizations can also use the 
companion training manual Getting Hired: A Trainer’s Manual for 
Conducting a Workshop for Job-Seekers with Disabilities to deliver a 
workshop on this topic.  
 
While this guide has been prepared for adults with disabilities, the 
basic principles for finding a job and getting hired are the same for 
anyone. Non-disabled people may also find this book valuable. This 
guide may be useful to help you get full-time work, or part-time work 
while you are studying. 
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People with disabilities are no longer viewed as requiring protection 
and care; they are seen as individuals who have rights, including the 
right to access training and employment. With preparation and 
training you can become a valued member of the workforce. This 
has been proven time and again, by businesses and employers who 
hire people with disabilities and keep track of their overall 
performance, productivity and safety records.  
 
Your right to meaningful work is guaranteed in a number of 
international instruments. Most recently the United Nations General 
Assembly adopted the Convention on the Rights of Persons with 
Disabilities. The Convention, which entered into force on 3 May 
2008, is being signed and ratified by many countries around the 
world. The ILO Convention concerning Vocational Rehabilitation and 
Employment (Disabled Persons), 1983 (No. 159) promotes equal 
treatment and equal opportunity for people with disabilities in work 
and training situations. Many countries also have laws to protect the 
right of people with disabilities to engage in work.  
 
You should talk with a local organization of disabled persons to learn 
more about your human rights, your employment rights and how 
they are protected in your country.     
 
This guide provides some additional information on your rights but is 
primarily designed to help you build the practical skills you need to 
find a job. It is general and we hope that you will find it useful. 
However, each country is different and local job-seeking practices 
may vary; therefore you should ask for information from local leaders 
and employment specialists and follow the accepted methods in your 
country.  
 
The ILO encourages you to seek the job you desire and to advance 
yourself and your community through active participation. We wish 
you success in your job search and hope you find meaningful work 
in line with your goals!  
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How this Guide Can Help You Find a Job  

Since you are reading this guide, you are at least thinking about
finding a job.Getting Hired is designed to get you started. It has



















need a notebook or paper and a pen to complete some of the
exercises.
1 
Introducing Getting Hired 
When the student is ready, the teacher will appear. 
Buddhist proverb 
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EXERCISE 1.1: GETTING HELP 
Lookingforajobcanbefunandexciting,butsometimes,itcanalso
bedifficultanddiscouraging. It isagood idea tohaveapartner in
theprocesswhocangiveyou ideas,encouragementandadvice.A





someone who has already found one. A former teacher,
CommunityBasedRehabilitation (CBR)worker, job placement
officer,careercounsellor,socialworkerorapersonwhoworksin
business or government would also be a good partner. Your
partnershouldbesomeoneyouknow,trustandrespect.
• Ask one ormore people to be your job-seekingpartner and to
readthisguide.
• Agreetomeetregularlytodiscussyourprogressandideas.
• If you need information about particular equipment or a
workplace for someone with your particular disability (e.g. a
workstation on the ground floor for a wheelchair user, Braille
keyboard to help you with typing), you may also need to
consultaprofessionaloryourlocaldisabilityorganization.
Job seeking is like having a job. You need to be committed,work
hard, develop your skills and spend the time it takes to succeed.
Re-readingthisguideregularlyisimportantsoyoudon’tforgetwhat
it takes togeta job.Repeat theexercises inorder tokeep learning
andtoimproveyourjob-seekingskills.
Youmayalsowant to finda formalcareerguidanceprogrammeor
counsellorwhocanhelpyoudevelopyourjob-seekingskills.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Believe in Yourself  

Most importantly, believe in yourself. You have skills and abilities.
You have personal strengths and positive work habits. You have
many things to offer although youmayhave a disability, lackwork
experience,ormightnothavethe“right”clothes.Therearejobsout
there foryou.Seekthemoutanddon’tbeafraid to try. Ifyoudon’t
try,youwillnotsucceed!
You have made a decision to learn about job hunting. 




He who knows others is wise; He who knows himself is enlightened. 
Lao-Tzu, Chinese Philosopher 










Your Self–View and How Others Look at You 
 
Oftenyoulookatyourselfthroughtheeyesofothers;family,friends,
peers, and evenpeople youdon’t know.Because of your disability






The reality is that what other people think about you is only their
opinions,notfacts.However,youmayhaveheardtheseopinionsso
manytimesandmayhavestartedtobelievethem.Whenlookingfor
a job, the important thing is to focus on the positive. Identify your
strengthsandfocusonthem.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Everyone has different abilities, strengths and weaknesses. The
exercises in this section will help you identify your abilities and
strengths,soyoucanfindandgetagoodjob.
 
Your Interests, Abilities and Skills  
 
Everyone is unique and has different things they like to do and
different talents.Before starting your job search, it is important to
exploreyourdifferentinterests,abilitiesandskills.

An interest is something you like or prefer to do. For example,




naturally good at art, music, mechanics or with computers are
abilities. Being good with numbers, remembering things, and
physicalstrengtharealsoabilities.Naturalabilitiescanbedeveloped
with training. For example, someonewho is goodwith his or her
handscandevelopskillslikesewingorcarpentry.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EXERCISE 2.1: LEARNING ABOUT YOURSELF 
Knowingyourinterests,abilitiesandskillswillhelpyousetajobgoal
thatissuitedtoyou.Onewaytoidentifyyourinterests,abilitiesand
skills is to take tests that measure them. Career guidance
programmes and counsellors can help you with these types of
measures, but they are not always available or affordable. An easy
waytoassessyourselfistothinkaboutyourlifeexperiences.Hereis
whattodo.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EXERCISE 2.3: WHAT DO I HAVE TO OFFER?  
With this exercise, you begin to develop positive statements about
yourselfthatyoucanuseinjobinterviews.Hereiswhatyoushoulddo.
• Makealistofjobsthatinterestyou.Selectone.





For example, if being a child care worker interests you, your
statementmightsay:“I like children, I am patient and caring, and I 
have the ability to make people laugh. I helped raise my uncle’s 
children. I can also read, write and do math.” 
Review the statement with your job-seeking partner and practice
saying it out loud. You can prepare statements for other jobs that
interestyou.
You have learned about yourself. 
Now it’s time to learn about jobs. 
+
3 
Learn about a pine tree from a pine tree,  
And about a bamboo plant from a bamboo plant. 
Matsuo Basho, Japanese poet 
Learning about Jobs 





















that demonstrate certain knowledge and skills. For example, to
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Jobduties, requirements andqualifications are often listed inwhat
arecalledajobdescriptionortermsofreference.Thesearewritten
documentsthattellyouaboutthejob.Someemployersdonothave
formalwritten jobdescriptions andmayneed to tell you about the
duties,requirementsorqualifications.
 
Salary and Benefits  

Whenyougethiredforajob,youagreetoperformthejobdutiesin
return for a salary or wage. Some countries haveminimumwage




















Youmay also be entitled to some changes to the workplace or
specificequipmentsoyoucandothejobeffectively.Pleasereferto
the Section ”Labour Laws and EqualOpportunity”, which includes
moreinformationaboutyourrights.
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Job Availability, Job Security and Career Advancement  
 
Jobavailabilityisrelatedtobeingabletogetajob.Inseaporttowns,
thereare jobsrelated toshipping,butyouareunlikely to findsuch
jobs inland. As computers becomemore common, so do jobs for
peopleskilledinoperatingthem.Theavailabilityofjobsisrelatedto
thenaturalenvironmentandthetypesofbusinessesthatexistinthat




in many Asian countries are in themanufacturing and service
industries, such as retail, finance, hospitality and tourism. Private
sector businesses are growing and replacing a lot of government
jobs.Many countries are reducing the size of their government
sectors,whichwillmake itmoredifficult toget jobs ingovernment.





in job areas where growth is expected,may have good security.
Some jobs, like temporary or casual labour positions, have little




important toyouandyour future.Someemployers trainyouon the
job or have formal training programmeswhere you learn a trade.
These formal learning situations are called apprenticeships. Other
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• Consult with organizations of disabled persons or a non-




• Read the newspapers, including classified advertisements
andarticlesaboutjobs.
• Consultprofessionalandbusinessassociations.
• Visit a trade school or rehabilitation centre that provides
traininginthosejobskills.
• Visita tradeunionoffice thatrepresentsworkerswhodothe
job.
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EXERCISE 3.1: LEARNING ABOUT JOBS 
Talking to employers or peoplewho are alreadyworking is a good
waytolearnifaparticularjobissuitableforyou.Whenlookingfora
job, it is good practice to find out asmuch as you can about the
duties,qualificationsandrequirementsforthatposition.Hereishow.
• Referbacktothelistofjobsthatinterestyou(seeexercise.).
• Make a list of people you know who do those jobs, or local
employersinthatfieldofwork.
• Selectonepersonfromthelist.
• Make a list of questions to ask the person. Here are some
examples.














n	 Canyou tellmeabout thesalary rangeandbenefits thatare
typicallyoffered?
n	 What is thebestway tofind jobopportunities for this typeof
work?
n	 Does the company have a policy about hiring people with
disabilities?
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n		 Can you suggest other companies or individuals forme to
contact?












Depending on the culture in your country, it may be difficult for you 
to contact someone you don’t know. If this is the case, think about all 
the people you do know, your family members, your friends, local 
business people, etc. There are likely to be a lot of people working in 
the area you are interested in. These people can be very good 
sources of information for you. 
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Labour Laws and Equal Opportunity 

Thereareanumberofdifferentkindsof lawsandpolicies thatare
relevant for job-seekersandworkerswithdisabilities. It is important





Labour laws in your countrymay setminimum levels of pay and
definepractices that employersmust follow ingivingotherbenefits
suchasholidaysorsickleave.Theymayalsodefinestandardsabout
safety,workhoursandotherissues,suchasprotectingpeoplefrom






the same opportunities simply because of particular personal
characteristics.Non-discriminationlawscanapplytomanydifferent
groups in the population (women, different ethnic groups). Some
countrieshavedisability-specificnon-discriminationlaws.

These lawsmean that employers cannot exclude a job-seeker, or
treat a worker negatively only based on the disability, where the
disability has little effect on job performance. For example, an
advertisement for a job for a sewingmachine operator states that
only good looking people can apply. Being good looking is not









Many countries now require an employer to take account of an
individual’s disability and try to provide an adjustment to the
workplace or working equipment to cater for the needs of that
worker. This is known as the requirement tomake a reasonable
accommodation.Examplesofreasonableaccommodationscouldbe
a particular office chair for someone with a back problem or






people with disabilities. Under a quota scheme, employers are
required to hire aminimumnumber of peoplewith disabilities. In





verywilling tohirepeoplewithdisabilities tomeet their obligations.




disabled persons’ organization to learn about the specific laws in
yourcountry.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EXERCISE 3.2: LEARNING ABOUT LABOUR LAWS  
Labour laws and disability laws vary from country to country. This
exercisewillhelpyoufindoutabouttherelevantlawsinyourcountry.
• Make a list of the relevant local organizations thatmight know
about labour laws and disability laws. These could include
disabled persons’ organizations, job placement services, trade
unionsortheGovernmentMinistryofLabour.












• Contact the relevant organizations you listed andmake an
appointment to visit them to discuss these issues.When you
maketheappointment,explainthatyouwanttotalktosomeone
who knows about laws and policies relevant to workers with
disabilities.
You have learned about jobs, employment practices 
and your rights. 
Now it’s time to develop your job goal. 
+
4 
The significance of a man is not in what he attains  
but in what he longs to attain. 
Khalil Gibran, Lebanese artist, poet and writer 
Setting Your Job Goal 
A goal is a clear statement about something you want to do or
accomplish.Yourlong-termjobgoalmaynotbeimmediatelyinyour
reach,butwitheachjobandworkexperienceyoucanmovetowards












organizes your job search. It helps youdecidewhich employers or
jobleadstopursue.Italsoguidesyouinpreparingforinterviews.

Your jobgoal shouldbe realistic.A realistic goal isagoal that you
canexpect toachieve. Itshouldbebasedonyourabilitiesand the
availability of jobs in your community. If your goal is not realistic,
considerchangingitorhavingalong-termplantoachieveit.Talkto
yourjob-seekingpartnerorgetsomecareercounselling.Sometimes,
if you get more training, an unrealistic job goal can become a
realisticone.
 G e t t i n g   H i r e d  
AGuideforJob-SeekerswithDisabilities
-0-
Specific Needs  
 
Youmayhavesomespecificneeds that shouldbecomepartof your
jobgoal.Thesemayrelatetosalary,benefits,hours,locationoraccess
topublictransportation.Forexample,adisabilitymightrequireyouto
work indoors or at an accessible workplace.  If you rely on public
transportationordonotwant tomove fromwhereyoucurrently live,
locationmaybeimportant.






• “To get a job as a farm helper, construction worker, painter or 
doing outdoor work that does not require specific training and 
where I can use my cell phone or written communication to 
accommodate my hearing impairment.” 
• “To get a job as a bank teller, office clerk or in a similar 
position by March. It must be close to the bus line so I have 
transport.” 
• “To get a job as a welder any place in the country. I will need 
housing or a housing allowance if the job is too far from my 
home.” 
• “To find a job as a teacher, counsellor or teacher’s aide within 
the city limits. I must be able to get to the classroom in my 
wheelchair, and the boards or other teaching tools must be 
within reach from my seated position.” 
 
G e t t i n g   H i r e d 
AGuideforJob-SeekerswithDisabilities
-1-
EXERCISE 4.1: WRITING YOUR JOB GOAL  





• Discuss your goal with your job-seeking partner and someone
whoknowsaboutthattypeofwork.
• Repeat Exercise . “What do I have to offer”, if your job goal
differsfromthejobselectedforthatexercise.
Now you have a job goal. 
You need to prepare the job-seeking documents 
to help you reach it. 
+
5 
Your words are the seed, your soul is the farmer,  
the world is your field. 
Nasir-i-Khusraw, Persian writer 
Preparing Job-Seeking Documents  
Whenyoulookforajob,employerswillusuallyexpectyoutofillouta







The Job Application  

Thejobapplicationisaformthatyoucompletewhenyouapplyfora







































to complete each section.Many of the points above aboutwritten
applicationsalsoapplytoelectronicapplications.Usuallyifyouleave
blanks on an online application, youwill not be able to progress
through to the following sections of the form, so answer all the
questions. Some online applicationswill allow you to attach other
documentssuchascoverlettersandrésumés.

















Dealing with Disability  

Ifyouhaveadisabilityyouneedtomakeadecisionaboutwhetherto
mention it on the job application or in a cover letter. Some
application formsmay ask a question about health or disability,
which are actually different things.Health is amedical term that
refers to whether or not you are sick, have an illness or chronic
condition. Disability refers to functioning. Most people with
disabilitiesarehealthy.

With regard to disability, some people leave the question blank, if
asked. This may make the employer suspicious that you are
withholdinginformation.Somepeoplechosetowrite“Willdiscussat
the interview”.Otherssimplyanswer thequestionnoting that itwill
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to your referees when you are being considered for a specific
position.Some job-seekershave their refereesor former employers
prepareageneral letteraddressed“ToWhomItMayConcern”and





Referees or references should be individualswhohave known you
for a year or longer. They should bewilling to attest to your good
character, work habits and qualifications. Former teachers,
employers, instructors, and religious leadersmake good referees.
You should not use familymembers. Ideally, referees should be
employedpersonsorhaveknowledgeabouttheworldofwork.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EXERCISE 5.1: YOUR REFEREES 




• Review the list of people you considered as job-seeking
partners inExercise1.1.Addotherpeoplewhowouldbegood
referees.




 Note:  
 If you are providing more than one contact method, ask your 
referee which method of contact they prefer. 
• Prepareaseparatesheetofpaperlistingyourrefereesorinclude
themonyourPersonalDataSheet.
The Personal Data Sheet 

A Personal Data Sheet contains the information requested on job
applications.Ifyouhavepreparedthesheetcorrectly,youcancopy
the information you need from thePersonalData Sheet onto your
applicationswithconfidence.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• Ask someone with good writing skills and knowledge of the
worldofworktoreviewit.
• Keepyourcompleteddatasheetforfuturereference.
The Curriculum Vitae or Résumé  

A curriculum vitae (CV) or résumé is a typewritten summary of a
job applicant’s qualifications. In the past a curriculum vitae was
normallyused forhigh-level academic jobsanda résumé for other










your education andwork experiences. Include volunteerwork that
youhavedoneandoutlineyourresponsibilitiesineachpositionyou
haveheld.Behonest,evenifyoudonothaveformalqualifications,





country’s job-seekingpractices, employersmayexpect to seea job
objective,maritalstatusandpersonalinterestsorhobbies.


















EXERCISE 5.3: PREPARING A RÉSUMÉ  
Complete this exercise if you need a résumé in your job search
or think youmight. It is best to be prepared.Using your Personal
DataSheet,completethefollowingstepstopreparearésumé.
• Develop a draft using a format similar to the sample shown
below.
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Other Documents You May Need 
 
Ifyouhaveattendedanyformalcourses,e.g.adegreeprogrammeor
a vocational training course, you shouldhave a copy of graduation








You have prepared your job-seeking documents. 
Now, it’s time to find job openings. 
+
6 
Nothing ever comes to one, which is worth having, except 
as a result of hard work. 
Booker T. Washington, American educator 
Finding and Responding 










Job-Finding Sources  
 
There aremanyways to find out about employers and job leads.
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EXERCISE 6.1: BUILDING YOUR PERSONAL JOB-FINDING 
 NETWORK 
One of thebestways to find out about jobs is throughpeople you
know.ThisishowtobuildyourPersonalJob-FindingNetwork.




job placement officers, social workers, business people and
others.ThisisyourPersonalJob-FindingNetwork.
• Talk to people in your network about your job goal and





• Bulletin boards that post job openings (both online and
others)
• Tradeunions
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Making Contact with Employers  

Youmaycontactemployersformanyreasons,suchastoaskabout
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By Letter or Email 
 









If you are responding to an advertised position, your letter should
includehowyourskillsmeettheresponsibilitiesandrequirementsof
the job.Endyour letterwithanoteof thanksandsign yourname.
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EXERCISE 6.2: ANALYSE SAMPLE LETTERS   
Review the twosample letters in this section.Refer to thedosand
don’ts listings above and identify the strengths andweaknesses in
























 readingyourletter:“Why should  
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This letter is in reference to the accounting job, whichwas advertised in the
Bangkok PostofFriday,11January00.IthinkIamwellqualifiedforthejob
having completedCPA I and II in 00, andhavingworked in the accounting
fieldsincethattime.Ihavealwaysenjoyedworkinginaccounting,andamhard-
workingandresponsible.InmypreviousjobsIhavelearnedthelatestaccounting
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EXERCISE 6.3: WRITING A LETTER  
If youplan towrite lettersaspartof your jobsearch,practice first.
Hereishow.
• Select an employer or a job advertisement that you are
interestedin.
• Prepare a letter by using the tips and format suggested in this
Guide.






not want tomention your disability in the letter. If youwill require




















“Good morning. This is Mohammed Kosim. I am calling to find out if 






“Hello, my name is Mohammed Kosim I am calling to speak to Mr 
Jawara.” (Callistransferred.)

“Good afternoon, Mr Jawara, my name is Mohammed Kosim. I am 
responding to the advertisement in the newspaper for a machinist. I 
just finished my training at the technical institute and would like to 
meet with you to discuss the job.” 
 
Thenwait for theemployer’s response. If the jobhasbeen filledor
therearenoopenings,askwhenwouldbeagoodtimetocallagain
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EXERCISE 6.4: TELEPHONING ROLE PLAY 
Ifyouplantousethetelephoneaspartofyourjobsearch,practice
first. In a roleplay youpractice the situationas if itwere real.Ask
yourjob-seekingpartnertoplaytheroleoftheemployersoyoucan
practicetelephoning.Trytomakeitasrealaspossible.Hereishow.
• Locate the name of an employer or a job lead that you are
interestedin.
• Ask your job-seeking partner to role play the telephone
conversationwithyou.
• After the call, ask your partner to evaluate your telephone
conversationandsuggestwaystoimprove.
• Tryagainandpracticeuntilyouarecomfortable.
If you have a disability, it should not stop you from contacting
employersbytelephone.Thefollowingaresomespecifictips.
• Ifyouhaveahearingorspeechimpairmentandcannotusethe
telephone, ask a friendor interpreter tomake the call for you.
Makesureyouexplainclearlytothefriendorinterpreterthatyou
want them to discuss your skills and abilities, aswell as your
disability.
• Seek other people with disabilities like yours and disabled
persons’organizationsandgettheiradvice,supportandhelp.
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personalmobile phone, remember to be polite when you answer
calls.Ifyougiveoutyourhomephonenumberandotherpeoplemay
answer the phone such as parents or siblings, advise them that
potential employersmay be calling and ask them to also be polite
whenansweringthephone.

Contacting an Employer in Person  

If you visit an employer without an appointment, youmust be










youknow it.Useappropriate titles, e.g.Dr,Mr,Msor those
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• If there are no openings, you may want to conduct an
informationalinterview(seeExercise.1).Youshouldalsoask
ifyoucancompleteanapplicationorleavearésumé,findout















If you have a disability, it should not stop you from contacting
employersinperson.Herearesomespecifictips.
• Ifyouhaveaphysicaldisabilitythataffectsyourmobility,you
maywant to find out about the accessibility of the building,
officeorfactorybeforeyouvisitanemployerinperson.
• If you are hearing-impaired and need an interpreter,make
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In some cases, the employer may know you have a disability
becauseheorsheknowsyoupersonallyorbecauseajobplacement
specialistorreferencemayhavetoldtheemployer.Or,yourdisability
may be visible and obvious.Otherwise, youmay need to decide if
you shouldmention your disability in a letter, on your résumé,
on your job application or at the interview. If your disability is not








employers hesitant to hire people with disabilities. Other
employersmayjudgepeoplesolelyontheirabilities.
• Many employers are very willing to hire people with
disabilities. If you know that the employer has alreadyhired
somepeoplewith disabilities or the advertisementmentions
that people with disabilities are encouraged to apply, you
shouldmention your disability with the employer. If your
countryhasaquota law thenemployersmaybe specifically
lookingforworkerswithdisabilities.
 G e t t i n g   H i r e d  
AGuideforJob-SeekerswithDisabilities
-44-
• Placementofficersor otherswhomay refer you to job leads
may be the first to tell an employer about your disability.
Make sure they have accurate information about you, your
qualificationsandyourdisability.
• Your disability shouldnever be the first thing you tell the
employer, it is farmore relevant that the employer knows
about your skills and abilities first rather than your
impairment.
• Whenever you tell the employer that you have a disability,
express yourwillingness to answer the employers’ questions
orconcernsaboutyourdisabilityandhow itmayaffectyour
workcapacity. It isbest tohavesuchadiscussion inperson
so that the employer can see you as a capable person and
have a chance to sell yourself and address his or her
concernsdirectly.
 Example:
 “Before we meet next week, I want you to know that I am 
blind. I am confident that I can do this job but will be glad to 
discuss my visual disability with you further next week.” 

• Somepeopleprefer to tell anemployerabout theirdisability
before the interview to avoid an employers’ surprise,
discomfort or sense that anapplicanthashiddenhis orher
disability.Thiscanbedoneinaletter,onajobapplicationor
onthetelephone.
• Some people prefer to tell the employer about a visible
disabilityafteraninterviewissetup.Thisreducesthechance
ofnotgettingtheinterviewbecauseofadisability.Ifneeded,
the applicant can ask about accessibility at this time,
especiallyifitisnecessarytoconductaninterview.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 Example:  
 “Before we meet, I want to mention that I use a wheelchair.  
I feel certain I can do the job, but I need to make sure I can 
get into your office.” 

• Talk to other peoplewith disabilities about how they handle
this issue and when they told their employers about their
impairments.Disabledpersons’organizations, jobplacement





Thenext Section “Interviewing for a Job” further discusses how to
dealwithemployers’questionsandconcernsaboutyourdisability.
EXERCISE 6.5: CONTACTING AN EMPLOYER IN PERSON  
You need to be prepared to contact employers in person. To get
ready,askyourjob-seekingpartnertohelpyou.
• Identifyanemployerorjobleadthatinterestsyou.
• If you have a disability, decide how youwill handle telling the
employer.
• Role play your approach to the employer (your partner acts as
theemployer).
• Evaluate your performance and practice until you are
comfortablewithit.
• Switchrolestoseewhatitfeelsliketobetheemployer.






process. The test can be simple, like a typing test or paper and
pencil tests or short computer-based tests. Larger ormultinational
companies are more likely to test for knowledge, ability and
personality. Smaller companies or employersmay just ask you to
do something simple like a typing or literacy test, if they ask you
to take any tests. Consider if you will need any adjustments or
accommodations related to your disability to be able to complete
suchtests.

Ifanemployercontactsyouabout testing,makesureyou tell them




for jobs withmultinational companies, you should practice these
testsbeforehand.SeeSection“UsefulWebsites” in thisguide for
someonline testingsiteswhereyoucanpracticeonsomeof these
tests.
You have learned how to locate and respond to job leads. 
Now it’s time to learn how to interview for a job. 
+
7 
Interviewing for a Job 
A too modest man goes hungry. 
Ethiopian proverb 
Thepurposeofeverystepinthejob-seekingprocessistogetajob






Preparing for a Job Interview  

Jobinterviewscanbeformalorcasual,longorbrief,easyordifficult.
Being prepared will help youmake a good impression and will
reduce yournervousness,nomatterwhat typeof job interview you
have.Herearesomewaystoprepare.
• Choose suitable, comfortable clothes and attend to personal
grooming.Generally,youshoulddressalittlebetterforthejob
interview thanyouwouldbeexpected todresseverydayon
the job. Your clothes do not need to be new or stylish, but
theyshouldbecleanandingoodcondition.
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• Assemble clean copies of your job-seeking documents and
carryapenandnotebookwithyou.
• Turnoff yourmobilephone if youhaveone.Youshouldnot
allowyourselftobedistractedduringtheinterview.
• Be prepared to explain your qualifications for the job and
answer typical interview questions. Role play before your
interviewwithyourjob-seekingpartner.
• Be prepared to tell the employer about your disability in a
positiveway,ifyouplantotellhimorher.








The Job Interview Process  






• Greet the employer and use his or her name or a polite
greetingifyoudonotknowthenameyet.
• Introduce yourself clearly. Shake hands ormake another
greetingandeyecontactaccordingtolocalcustoms.
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• Explain that you are there to interview andname the job. If
someonereferredyou,nametheperson.
 Example: 
 “Good morning Mrs Hattori. My name is Shin Shisaki and I 
am here to interview for the machine operator job. Mr Gito 




The employermay begin by asking friendly questions (e.g. about
where you are from, theweather, etc.) or by talking about the job









youandwhat theywouldexpect fromyou.Donotbeconcerned if




• If necessary, you can ask questions to clarifywhat is being
saidor toclarify the jobduties.Forexample:“Could you tell 
me about the machines you use in this company?”or“What 
software packages do you use for accounting?”
 Youshouldwaituntiltheemployerstopsdiscussingthejobor
questioning you before you ask about hours, salary and
benefits. It isbest toaskabout salaryandbenefits last; you
don’twanttoappeartooconcernedaboutmoney.
















donewith a simple email or handwritten card or note sent to the
person or panelwho interviewed you. Sending a card or notemay
notbestandardpracticeinyourcountry,butsuchsmallthingscan
set you apart from others and can helpmake your application
strongerwithapotentialemployer.

Job Interview Questions  

Thereare anumber of interviewquestionsanemployer couldask.
Somewillbefactual,aboutyourskillsandqualifications,orwhatjobs
youhave done in the past. Some interviewquestionswill bemore
targeted to getting an idea of how youwill apply your skills to this
particularjob,andhowyouwillbehaveincertainsituations.

Part of yourpreparation should include thinkingabout the typesof
questions that the employermight ask, and how youwill answer
them. There are some interview questions in this guide, but you
shouldalsoaskyourfriendsandfamily,andemployersorspecialists
from disabled persons’ organizations or job placement agencies
abouttypicalinterviewquestionsintheareayouwishtoworkin.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Example Answers to Common Interview Questions 
 
1. “Tell me about yourself.” 
In answering this question you should briefly provide an
overview of your qualifications for the job and include
personal aspects thatmight be relevant, such as volunteer
experienceorhobbies.

. “Why do you want to work here?” 
You should be well prepared for this question by doing
researchintothecompanyororganizationandthejobbefore
theinterview.Youshouldanswerthisquestionbyexplaining
why youwant to work for the company and highlight your
experience that is relevant to this specific position or the
company.

Forexample, if youare interviewing for a salesposition ina
largecompanyyoumightsay:“While at University, I worked 
in a small mobile phone shop selling phones. I really liked this 
job and realized that I am good with people and at selling. I 
want to continue in sales and marketing and I know your 
company offers the best training package. I think I can benefit 
the company and develop my skills at the same time.”   
 
.“What did you do on your last job?” 
To answer this question you should use active verbs to
describeyourkeyresponsibilities.Userealexamplesoftasks
and responsibilities. Focus on achievements, not only tasks.
For example: “I was the accounting assistant and I was 
responsible for all basic accounting and bookkeeping tasks. 
During my time working there I re-organised all the 
accounting files, both paper and electronic, making it much 
quicker to find relevant files.” 
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4. “Have you ever been fired from a job? Why?” 
If you have been fired, then you should be honest. The
employer can easily find out if you have lied. Make the
experienceofbeing firedapositiveone.Talkabouthowyou
have learned from the experience and that you have
addressedand improvedtheweaknessthat ledtoyoubeing
fired. For example: “On my last job, I was asked to leave 
because my skills were not good enough. I have been taking 
some additional accounting courses and as you can see from 
my records, I got good grades and am now ready to do a 
better job. I have also learned to ask for help if I don’t know 
how to do something.” 
 




say:“I have no health problems or disabilities that affect my 
ability to do this job.“ (Ifthisisthecase!)

If you have a visible disability you should explain to the
employer as positively as possible about your disability and
how you plan to do the job successfully.  Remember that
health and disability are not the same thing.Most disabled
peopleareingoodhealth,thoughtheymayhaveadisability.
Forexample:”You may have noticed that I have a limp. I have 
an artificial leg. However, I know I can do this gas station job. 
I work on my own car and help my family and friends with 
their cars all the time.” 
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. “Do you have any questions to ask us?” 
Theemployermay invite you to askquestionsat theendof
the interview. This can be a good opportunity to ask about
salary, benefits, staff training anddevelopment opportunities
at that company, or to ask about specific equipment or
software used by the company. For example: “I am very 
interested in working here. Can you tell me what the salary 
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Stressing the Positive, Even When It is Difficult  






don’t know. Negative experiences from your past can be an
opportunity to say something positive about yourself. If you have
mademistakes in thepast, suchashavingbroken the law,agood
approachtodealwiththemistakeistoadmittoit,explainwhatyou
learned from the experience and stress that you now are ready to
work.Ifyouhavehadsomeproblemsthataffectedyourwork,such
asa family or emotional or substanceabuseproblem, youneed to
explain that the problem is under control and then add positive
statementsaboutyourself.

Here are someways to deal with tough interview questions or an
employer’sconcernsaboutyourqualificationsorabilitytodothejob.

• Be honest, positive and brief (don’t dwell on limitations),
acknowledgeyourlimitationsandemphasiseyourstrengths.
 Examples:
 “No, I have never been employed, but while in school, I 
tended the grounds on a regular basis and was responsible 
and did a good job.” 
 “Although I have never worked, I know that it is important to 
be dependable and to work hard. I will do the best that I can.” 







 “Although my shop did not succeed, I learned the value of 
having dependable employees and I will do a good job for 
you. I have the qualifications for this job and want to work for 
a growing company like yours.” 
 “Yes, I did lose my first job. I was young and I didn’t 
understand what it meant to have a job. I learned from the 




 Example:  
 “Even though I did not finish school, I can read well and 






 “I am good at reading instruction manuals. I have taught 
myself to use several software packages. Although I don’t 
know how to use that specific one, I would like to learn how to 
use it. I am a fast learner.” 
 “I’m currently improving my reading and writing skills at night 
school, and after reviewing the job duties I am confident that I 
have the skills for this job right now. I will be a good worker for 
you.” 
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Dealing with Disability and Difference  
 
Manyemployers feeluncomfortable talkingaboutadisability. Ifyou
haveavisibledisabilityoronethatwillaffectyour jobperformance,




It is important that theemployer’sconcernsareaddressed.Youdo











“I know sometimes that people have concerns about hiring a person 
with a disability. Do you have any questions about my disability? I 
would be glad to answer them.” 
 
”Since I use a wheelchair, you may wonder how I would get to work 
every day. I have a modified three wheel motorbike and my 
wheelchair fits on the back. I will have no problem getting here or 
moving around the factory.” 
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“Since I am blind, you may wonder how I will do this job. I have been 
trained at the rehabilitation centre to operate this equipment. May I 
show you?” (Later) “Do you have any other concerns about my being 
blind?”  
 
“Although I am unable to use my legs, I can still weld. I can transfer 
from my wheelchair to sit on a chair and work from a lower 
workbench. During my training course I was as fast and accurate in 
welding as my non-disabled classmates.”  
  
“On my last job, my employer wrote up brief work orders every day 
for the necessary repairs, even though I can read lips.” 
 
“Many people think that people who are Deaf cannot read or write. I 
can read and write as well as anyone who has completed secondary 
school.”  
 
“It may take me longer than most people to learn how to do a job, 
but once I learn, I will not forget. I am a hard worker.”  
 
”I know that I don’t look very strong and healthy, but in my previous 
job my attendance was better than most of the other employees, and 






”I notice that most of your workers are male. You may wonder how a 
female will get along in the plant. In my last job, I was the only 
female operator and worked well with everyone.” 
 
“I know I am older than most of the people on the job, but I get along 
with people of any age. Because of my past experience, I will be able 
to learn this job quickly. I have worked for many years and know 
what it means to do a good job.” 

 G e t t i n g   H i r e d  
AGuideforJob-SeekerswithDisabilities
--




adapted work space or tools. Such needs are called an
accommodation. An accommodation can refer to a need for
equipment,achangedworkingspaceorfurniture(suchasalowered
work bench) or a change in working schedule. Sometimes, a
different method of communication or training is needed. The
interviewisthebesttimetoexplaintotheemployerwhatyourneeds






expensive assistive equipment or changes to theworkplace. This





“As you can see, I use a wheelchair. However, at work, I normally 
transfer to a regular chair so I can sit comfortably at the desk. As 
your office has an elevator from the parking lot, it won’t be a problem 
for me to ride by three-wheeler to work and transfer to a wheelchair 
to come up to the office.“  
 
“Although I use crutches to walk, this won’t affect my work. I can 




do the job effectively. Theremay be financial or other assistance
availableforemployerstomaketheseaccommodations.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How to Negotiate a Workplace Accommodation 

Here are some tips for discussing the need for a workplace
accommodation.
• Explain the change that you need as clearly and simply as
possible,useanexampleofhowapreviousemployermade
thischange,orhowyoudothisathome.
• If the need will benefit other employees, point it out. For
example,awideraislewillhelpeveryone.
• Educate the employer and try to dismiss commonmyths or
fears.
• Stressyourabilitytodothejob.




Here are some tips and examples for raising the issue of an
accommodationwiththeemployer.
• Job-seeker: “You may be wondering if I will be able to use the 
sewing machines in this factory. I had no problem using the 
industrial sewing machines at my vocational training centre. If 
you are concerned, I could have a look at the factory floor and 
then I can tell you exactly if changes will be necessary.”  
• Job-seekerwith impaired hearing: ”You may be concerned 
about how I would communicate with other employees and 
supervisors. I can read and write so I normally use notes to 
communicate.” 
• Job-seeker: “I don’t normally require any changes to do my 
job effectively other than a Western style toilet, preferably with 
a railing to help me transfer from my wheelchair to the toilet. 
Does this company have a Western toilet available? The door 
needs to be wide enough as well.” 
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 Employer:“Yes, we have Western style toilets and one has a 
wide door already.” 
 Job-seeker: ”If we could install a railing I can give you the 
name of a builder who can install railings which will meet the 




• “As I am blind, I need specific software to use the computer. 
However, this is available for free from the local Blind 
Association and I already have a copy. If I am successful in 
getting this job, I can bring the software and install it myself.”  
• “I only have one arm, but I have learned to type using a 
regular computer. I can also use a regular telephone; 
however, it is easier for me to have a headset because that 
means I can take telephone messages more easily. Headsets 
are not expensive.” 
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• Select a job that interests you from the newspaper classified
advertisements,internetsiteorsomeothersource.
• Askyourjob-seekingpartnertoplaytheroleoftheemployer.
• Dressasyouwould for the real job interview. Ifpossibledo the
roleplayinasettingsimilartowherearealinterviewwouldtake
place.
• Conduct the role play based on some of the questions










hasavideocamera, tapethe interviewsothatyoucanwatch it
laterandseehowyoudid.
You have just learned how to interview for a job. 
Now it’s time to learn how to organize your job search. 
+
8 
Whatever you can do or dream you can, begin it. 
Boldness has genius, power and magic in it. Begin it now. 
Goethe, German poet 
Organizing the Job Search 
You now know how to go about looking for a job. If you have
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Making Changes and Moving Forward  

Ifyoudon’tsucceedinfindingajobasquicklyasyouwant,youcan
change your plan or re-assess your career goal.Whatever you do,
don’tgiveuporlosehope.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This guide can help you throughout your career. It’s important to
keep learning, and when you have more work experience and





Whatever happens, keep believing in yourself.  
You have just finished Getting Hired. 




General Information about Employment and People  
with Disabilities 
 
The ILO’s disability programme inAsia and thePacific,AbilityAsia,




TheNational Centre for Promotion of Employment for Peoplewith
Disabilities, India includes informationaboutmany issuesrelated to




The JobAccommodationNetwork,United States includes a lot of




Disabled Peoples International – Asia Pacific Region (DPI-AP)




Information about Labour Laws and Policies 
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Selected Recruitment Websites 

Jobs Database has listings of jobs inAustralia, China, India,Hong
Kong, Indonesia, Korea,Malaysia, Philippines, Singapore, Taiwan





with sites forMalaysia, Singapore, Philippines, India, Indonesia,
































Job Information and Recruitment Websites  
Specifically for People with Disabilities 
























Personal Data Sheet 
 
The type of information requested on application formswill differ
among countries. The most important thing to remember in




Instructions: Complete this form and use it to complete job
applications,onlineapplications,letterstoemployersandrésumés.
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NOTE:  Attach additional job information on a separate sheet of paper. 
IV. REFEREES 
(List at least three referees, including name, title, contact information and how long you 
















A Word of Thanks 
 
 
Getting Hired: A Guide for Job-Seekers with Disabilities and the
accompanyingGetting Hired: A Trainer’s Manual for Conducting a 
Workshop for Job-Seekers with Disabilities were initially developed
and field-testedbyDebraA.Perry inKenyaandTanzania in1.
Sincetheoriginalpublicationin1theyhavebeentranslatedinto
the local languages for several countries in the Asia and Pacific
region, including Cambodia, Sri Lanka andChina. This version of
Getting Hiredwasupdatedby ILOconsultantCaitlinWyndhamand




A number of experts, including disabled persons, job placement
professionals, employers and tradeunionists,were asked to review
theguideandmakecomments.Thankstothefollowingpeoplewho
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